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Path:  Home Page > Debtors > Search for Debts > [enter Creditor Agency Number, if desired] 
Search Debts 

MASTER LISTING OF DEBTS 

A master listing of debts is beneficial to verify the accuracy of each debt balance currently in KTOP. 
Verifying debt balances assists in the reduction of unnecessary over-collection of funds. 

 

TO CREATE A MASTER LISTING OF DEBTS: 

1. From the Home page, click on Debtors. 

 

2. Click on Search for Debts. 
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3. The Debts Search Criteria screen will appear: 

 

By leaving the Debts Search Criteria blank, a list will be generated for all current debts. 

A downloadable file can be generated by clicking the applicable radio button towards the top of the 
search criteria screen. 

a. If the user has access to view multiple creditor agencies, enter the number of the agency to be 
viewed in the Creditor Agency Number field. 

b. Click Search Debts. 
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When requesting a downloadable file for users with access to multiple agencies, a user could leave the 
search criteria blank and process a custom sort in the spreadsheet by Creditor Agency Number. 

By utilizing the various selections in the search criteria tables, the user will become acquainted with the 
functions available in the system. Each search criteria table is a search with a result. Searches do not 
affect the data and a user can manipulate as many searches as they want. 


